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? 7 MAY 1963 


MEMORANDUM FOR; Director of Security 
SUBJECT ; Conversion of 08 Index 


1* Ttw< ADR/ OS Policy Committee recently die cussed the pro- 
posed im pl e men ta t ion of the ADF Staff memorandum of I? March 1963 
regarding the conversion of the OS master index. This memorsndum 
reitereted the position of the ADP Stall t» provide personnel, space, 
feeds, end equipment with the Sta ff assuming responsibility for the 
actual conversion (tea Tab A). The ADP/OS Study Team submitted 
i&formsily to the Committee for c onsider a tion an outline showing 
proposed steps for the accompli* teed of the e tut version (Tab £). 

Tho outline and Tab A cover the following points : 

a. Locati on * 1980 Quarters i f Tentative}. Office 
of Logistics has submitted this space for consideration. 
Coerdtoatl on is being effected with the -Survey Branch in 
this matter. 


The Office of Security position has always been that 
it is bast if the entire conversion could be bandied within 
the Headquarter* Building. The h a nd l in g of the conversion 
at any other location poses e number of items of concern 
as feilews; 

(l) Prevision of traaspertatiea vehJclo and 
two couriers approximately two hours each day 
for one yea r to shuttle tbs index cards b e t w e e n 
locations. 
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(t) Inherent security risks is such traits - 
porting of cards. 

{3> Approximately 60 index searches will be 
delayed each day as ths sards involved will be at 
the conversion location. Tims, additional tee in 
ease presetting and In handling expedite and 
special searches will result. 


^ Executive Assistant to the PM, has 

stated that the ABP Staff may hare the space at Quarter* 2 
im the eesvereioa operation and that this I* the only space 
available at present. 


h* Physical Security * Coordination is being ef- 
fected with the Bxrihfing Security Branch concerning 
hadgiag ef pool personnel. Three-way combination safes 
will be used for the housing of the Index cards and other 
pertinent material. 

e. TtatoJag - The Study Team will initially handle 
the training '« editor* and punch operators. Based on a 
12 -week cycle, four new pool employees will be reporting 
each week. 


d. Operations - Courier roes will be made dally 
with a Bsexteagn etfoer trays (1®, 000 cards! out of tbs 
indsx let siting. All trays will be handled on a see-day 
cycle. Disruption a € index searching wifi be kept to a 
minimum by this method. IBM cards will replace 3xS 
card* relldex by relldex. 

e. Personnel - Approximately 30 employees Irorr 
the peres^STp^Twill be used as editors and peach 
operators fee the project on evert and semi -covert material. 
Only ftdly cleared staff employees will work on the covert 
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material upon completion of the evert and s«mi>cenrt 
conversion to punch cards. 


(1) tinder the previsions of the 2? March 1963 DBF’ 
memorandum, tha overt awl semi -covert index cards 
would he handled by peed personnel (provisional) with the 
c on version of the covert cards accomplished only by 
folly cleared personnel. The ADP Staff will specifically 
identify the rnkteaun number ef folly cleared personnel 
required to complete the covert index of the project, 
tinder lids plan, the conversion will begin with the 25% 
of the evert and semi-covert cards that are set interfiled 
with the covert cards. The other 75% of cards are inter- 
mingled and will require fully cleared personnel and 
should be accomplished in th e Headquarters Beading. 


(1) The Committee feel# that it would be mere ef- 
ficient and affective to use fully cleared personnel for 
the entire project as: 

(a) Provisionally cleared pool person- 
nel would be need only on evert and semi-covert 
cards that would not be interfiled with the covert 
cards or 25% of the entire index. 

(b| Training of many groups of persons would 
be required if peal personnel were used. 

(3) A suggestion was made to contact the DBS again 
for the assignment of fully cleared people for a nine- 
month period with the view that after the conversion is 
completed, they be assigned to some other ADP project. 
By this method, as each rolldax of cards Is converted to 
IBM cards, a partial computer operation could be 
initiated several months earlier over the system of 
utilising pool personnel on overt mad semi-covert cards 
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and fully cleared personnel on covert cards. However, 
it was pointed out to all present that the recent approval 
of the DD/S covered the matter of pool personnel for 
conversion of overt and semi -covert cards and fully 
cleared personnel for the conversion of the covert cards. 

2. It is recommended that: 

a. The Director of Security concur in the conver- 
sion at Quarters Eye with provisionally cleared personnel 
of the 25 percent of the OS index holdings that contain the 
overt and semi -covert cards that arc not interfiled with the 
covert cards and that such conversion be initiated expe- 
ditiously. 

b. The Director of Security and the Chief, ADP Staff, 
DD/S, contact DD/S to arrange for space within the Head- 
quarters Building for the conversion of the remaining 

75 percent of the index and to obtain a commitment from 
DD/S to provide fully cleared personnel for such conver- 
sion. 


CONCURRENCE: 


Chairman, OS Policy Committee 


' T) 


r 

u 


1963 


R. L. Banner man, Director of Security 


Date 


25X1 


25X1 


Distribution: 

Orig. - Addressee / 

1 - | | (Ofc. of DD/S) SS* 

1 - Ea. member of OS Policy Comm. 
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